
Six-Step Position Fill ProcessIs this position 
essential to 

agency 
operations?

Step 1

Do not 
fill

NoYes

Can existing 
agency staff 
absorb this 
function?

Step 2

Yes

No

Do not 
fill

Can required 
work be 

performed by 
Voc Rehab/ 
Work Study 
personnel?

Step 3

Are personnel 
available 

through Voc
Rehab/ Work 

Study?

Step 4

Provide 
required 

paperwork to 
HR to begin 

hiring process

Step 5

Use Voc
Rehab/
Work 
Study

No

Yes

Yes No

Can this work 
be better 

accomplished 
through 

public/private 
partnership?

Step 6

Position 
Approved 
(Pending 

Hiring 
Freeze)

Propose 
operational 
& budgetary 
changes for 
next budget 

cycle

Agency Leadership Analysis

Yes No

Continue 
current 
hiring 

practices


